Mr. Victor Bardinaan 

Bardinaan Insurance Agency 
_~hore View Drive 

Leachdale, Connecticut 99047 


Dea? Mr. Bardinaan: 


IBM presents another dimension in typing ease and efficiency: 


THE IBM ELECTRONIC TYPEWRITER 50 
THE IBM ELECTRONIC TYPEWRITER 60 


iE 


These two typewriC rs are the result of everything we have 
learned about typersiters and typewriting. 


THE IBM ELECTRONIC TYT=WRITER 50 AND THE IBM ELECTRONIC 
TYPEWRITER 60 have dif erent features that address specific 
jobs. In addition, the: » are features common to both that 
are beneficial for all ty, ing jobs. Some of those common 
features are as follows: 


IBM Electrontr Typewriters 
Model 50/60; Features 


Design Features Automated Featurea Format Features 


Enlarged Keybuttons Line Memory ELectronic Indent 
92-Character Keyboard Auto Error Correction Electronic Margins /Tabs 
End-of-Page Indicator Electronic Centering eommat Storage 

Sound Hood Electronic Underscoring CC adumn Layout 


We look forward to demonstrating how these IBM Lrectronic 
Typewriters will benefit you. 


Sincerely, 
J. K. Jones 


Marketing Representative 
IBM Office Products Division 


Here’s how typing is done today. 


Frequently-typed Phrases 


Addresses, titles, dates, even the same sentences and 

paragraphs must often be typed over and over during the 

course of a day. It’s not only time-consuming for a 
secretary, it can be repetitious and boring. 


Error Correction 


When a typing error is made the typist must stop, back up, 
pinpoint the error, then either erase or cover up with cor- 
rection paper or white fluid, go back to the point where 
typing stopped and begin again. Even using a typewriter 
with correcting capability, error correction is a three- 
step process. 


Indents 


First, a typist must manually set tabs for each indent level. 

: | Then tab to the appropriate indent level to type each line. 

: Line after line. All the while, the typist must check the page 
visually to make sure the carrier has tabbed to the right 
position. 


Centering and Underscoring 


The carrier must first be positioned at the center spot. The 
secretary then typically backspaces once for every two 
characters. To center over columns, the typist often finds 

it easier to guess the position to begin typing rather than go 
through this time-consuming procedure. 


To underscore a word or words takes three separate steps. 
The secretary types the word or words, then backspaces 
and types the underscores. 


Column Layout 


| In aligning columns, the typist must first determine the 

| length of the longest typing line in each column, and add 
the total number of characters. Then the total amount of 
space needed for typing the columns is subtracted from 
the space available on the page. The amount of space that 
will be left over is then divided equally into the white space 
between columns. Tabs must then be set for each column. 


| Margins and Tabs 


Today's biggest problem with margins and tabs is repeti- 
tion. Going back and forth from one frequently-used format 
to another. First a letter, then amemo, now a form and back 
to aletter. A secretary might have to repeat this process a 
dozen times a day. 


Here’s how typing will be done on the IBM Electronic 
Typewriter 60. 


Electronic Phrase Storage 


In the sample letter at the left, the words and phrases 
in brown type were stored in memory and played back 
automatically. 


Benefits: Frequently-used words, sentences, and phrases 
can be stored to eliminate repetitive typing and proof- 
reading. 


Electronic Error Correction 


To correct an error, the typist simply presses the Back- 
Space Key and the carrier backs up and lifts off the 
printed characters. 


Benefits: All errors are corrected quickly and easily, even 
errors that can be difficult to correct with other methods. 


Electronic Indents 


As the typist completes each line, the carrier automatically 
returns to the proper indent level. 


Benefits: Repetitive tabbing and checking are eliminated. 


Electronic Centering and Underscoring 


After typing and coding, lines are automatically printed out 
and perfectly centered. Upon instruction, a word, words or 
an entire line is automatically underscored. 


Benefits: Two very common typing tasks are greatly 
simplified through electronic logic. 


Electronic Column Layout 


A simple coding and typing procedure sets tabs auto- 
matically with perfect spacing between columns. 


Benefits: Performs column layout that is mathematically 
precise, yet requires no figuring by the typist. 


Electronic Margins and Tabs 


Margins and tabs needed for frequently-used formats can 
be set once electronically, and stored in the typewriter for 
future use. : 


Benefits: A secretary can switch from one format to 
another simply by repositioning a lever. 


Automatic Carrier Return 


The carrier can return automatically any time a word ending 
falls within 5 characters of the right margin. 


Benefits: A secretary can maintain a steady typing rhythm 
without worrying about reaching the end of a line. 


TOTAL PREMIUM LAST NAME FIRST NAME INITIAL AGENCY 


$35,000 Jones Michael 22 


$41,000 James Shirley 72 


$41,275 Mason Daniel S2 


$42,000 Cooper Jerome 65 


$42,000 Smith John ‘ 41 


$43,000 Lucas Richard 36 


$43,100 Frazier Annette 28 


$47,000 Wiley Dennis 12 


$47,475 Hastings Elbert 44 


$48,650 Shelton Alan 72 


$49,000 Adams Ray 32 


April 1, 1978 


Mr. Alan B. Jones 

ABAR MFG 

215 Adeline Street 
Eastport, New York 11572 


Dear Alan: 

As of June 15, 1978, our underwriting department has 
indicated to me that they will recommend renewal of 
your Fleet Policy, number 32763-001 at 87% of the 
published rate. es 


This low premium is based on the fine driving record 
of your employees. : 


Our Fleet Agent, John Malles, will contact you with 
complete renewal information. 


Thank you for your continued interest in our company. 


Sincerely yours, 


ickey 
or, Fleet Leasing 


Mr. Alan B. Jones 


ABAR MFG 


215 Adeline Street 


Eastport, 


New York 11572 


SUMMARY OF RECOMMENDATIONS 


Background 
The Regional Organization Planning Group was established in 


August 1977 to study a new organization concept for Indi- 
vidual Operations involving regional operations and enhanced 
local service facilities. Our study has now been completed, 
with the conclusion that the concept is sound and that 
implementation should be carried out in line with the plan 
described in this report. Following is a summary of the 
specific recommendations, the benefits of the proposed new 
organization and the underlying cost/benefit analysis. 


I. Organization 


(a) We recommend that an Agency Service Center (ASC) be 
established at each agency, combining such present 
GsO functions as are best done at the local level 
with corresponding administrative functions now 
done by the agency clerical staff. These functions 
include, for example, such things as new business 
processing, screening with underwriting authority 
comparable to that now exercised by the GSO's, 
Production tracking, Agency support and service, 
direct CAPS access for inquiry purposes, distribu- 
tion of commissions and managerial compensation. 


The head of the ASC will report operationally to the 
agency manager, with a second reporting line to a 
central management organization in the Home office 
responsible for procedures, standards, quality 
control, and so on. The entire ASC staff will be 
available to meet day-to-day needs and priorities 

as locally determined. A complete integration of 
the clerical staff is envisioned; not two separate 
groups in the sense that the GSO and agency clerical 
staffs now operate separately. 


We recommend that five Regional Service Centers 
(RSC) be established, each serving a major region 
of the United States. The RSC will combine the 
present GSO functions not assigned to the ASCs 
with corresponding functions moved from the Home 
Office; each one will be a "mini-Home Office" 


0490600 975867884 088354 - sg 
CENTRAL CERTIFICATION 


Tel. 234-7100 
January 12, 1978 


Mr. Patrick D. Callahan 
2832 Prairie Creek Dr. 
Dallas, Texas 75074 


PATIENT: Martha 
ADMISSION: 4/10/77 


Dear Member: 


Although your contract provides reimbursement for most 
charges while you are hospitalized, there are some 
limitations to the benefits provided for outpatient 
services. 


Your contract provides no benefits for care received in 
an outpatient department of a hospital, except for 
accident or surgery cases. 


Should future eligible care be received, we shall of 
course be happy to be of service. 


Sincerely, 


Neil Mayfield 
Assistant Manager 
Claims Department 


